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SUBJECT:

Vehicle Maintenance

PURPOSE:

To provide a procedure for obtaining preventive, emergency, and routine maintenance of vehicles and
related equipment.

SOURCE OF AUTHORITY: City Charter Section 601

POLICY:

It shall be the driver's responsibility to check the vehicle or equipment prior to operation for fuel, water,
damage, and safety, or as required by the Department of Transportation and the California Highway
Patrol. During operation of the equipment, it shall be the driver's responsibility to note malfunctions
requiring maintenance and to turn the vehicle or equipment in to the fleet garage as soon as possible. It
is further the responsibility of the operator to ensure the cleanliness of the vehicle inside and out to
professionally represent the City at all times.

It shall be the using department's responsibility to assure that:

e Vehicles and equipment scheduled for preventive maintenance are delivered to the maintenance
location on the date and at the time that is scheduled by Fleet Management.

e Vehicles and equipment delivered to the fleet garage for repairs are not subsequently moved or used
without a release from Fleet Management.

e The Fleet Management Division receives one copy of all accident forms so that repairs can be started
as soon as possible after an accident occurs.

e Drivers are instructed in the proper use and care of all vehicles and equipment prior to operation.



PROCEDURE:

Responsibility

Number: 04.003.00

Action

Fleet Management
Service Writer

Fleet Management
Office

Department

Operator (Preventive
Maintenance Only)

Operator (Routine &
Emergency Repair
Maintenance Only)

Operator
(Emergencies)

Fleet Management
Office Staff

Fleet Management
Supervisor or
designee

Using Department or
Operator

Determines requirements for preventive maintenance of all C|ty -owned
vehicles and schedules repairs.

Notifies departments one week prior to the month vehicles and equipment
are scheduled for preventive maintenance by completing and distributing
Equipment Preventive Maintenance Monthly Planner. There is flexibility
in the scheduling process should the using department need dates/times
altered to maintain efficient departmental operations, unforeseen
circumstances, or emergencies. The using department should contact
Fleet Management to request schedule modifications as needed.

Directs operator of assigned vehicle or equipment to deliver it to the fleet
garage for preventive maintenance.

Takes the vehicle or equipment to the repair location by the date and time
required and informs Fleet Management of its location.

Fills out Operator's Report (GS Form No. 007) when other than
scheduled repairs are required. Retains second copy of form for
personal record and gives original copy to Fleet Management office.

Notifies Fleet Management during regular working hours or follows
emergency procedures, noted on the distributed Emergency Call
Instructions memo during off-duty hours, of emergency repair
requirements.

Reviews Operator's Report; discusses required repairs with operator;
inspects vehicle for stated repairs then fills out Work Order identifying work
requirements for mechanics.

Assigns work to mechanics by priority and availability of parts.

Completes assigned maintenance then annotates computer generated
Work Order job notes describing work accomplished and time used

to complete each separate repair. Parks vehicle in its designated
Corporation Yard parking area or on ready wall if the vehicle is from
outside the Yard.

Reviews Work Order for completeness of repairs and inspects
mechanic's work. Completes a daily deadline list and forwards to each
department’s repair liaison via E-mail.

Picks up vehicle.



Attachments:

Vehicle Accident Report

Preventive Maintenance Monthly Planner
Operator’s Report

Emergency Call Instructions

Deadline List

Work Order

Number:

04.003.00

Department Review

Required

Department Signature

Printed Name

City Attorney

City Clerk

CEDD

Ofc. of Communications

Finance

Fire

General Services

Housing

Human Resources

IT

Library

Museum

Ofc. of Homeless Solutions

Parks, Rec & Comm Svcs

Police

Public Utilities

00O oooooiEgom|oioio|o|o

Public Works
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MEMORANDUM

General Services Department

9/9/2022

ALL EMERGENCY CALL LOCATIONS
MIKE TURNBULL — FLEET OPERATIONS MANAGER
EMERGENCY CALL INSTRUCTIONS FOR FLEET MANAGEMENT

The following is an updated listing of contacts and telephone numbers for emergency equipment
maintenance services. Please distribute a copy to all supervisors in your respective department who are
responsible for requesting emergency services.

Weekdays, 6:00 AM to 12:30 PM, call Fleet Management at (951) 351-6157.

Holidays, weekends, or between 12:30 AM and 6:00 AM:

TOWING SERVICE: Auto Aide Towing (951) 735-2180

TIRE SERVICE: Eagle Road Service (951) 787-6884

CNG FUEL ISILAND ALARMS: On Cali Fleet Mechanic ~ (951) 329-7128 (Cell)

OTHER EMERGENCIES:
Michael Turnbull, Fleet Manager (909) 838-6960 (Cell)
Chan Sivon, Fleet Mgmt Supervisor (951) 842-1309 (Cell)
Gary Maus, Fleet Mgmt Supervisor (760) 954-9005 (Cell)

All emergency towing and tire service requests must be reported to Fleet Management, x6157, on the first
workday following the emergency request so that a Work Order and Purchase Authorization can be
prepared on the services performed.

Please distribute this memo to superintendents and supervisors in your respective department.

cc: Carl Carey



















